MDOT Vendor Selection Process

Projects Estimated at Less Than $25,000

Process Revised: Fall 2005
Process Map Revised: 1-24-06

1 Project
Manager (PM)
( ENTER ) determines
need
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4
3 PM creates scope
PM estimates and verifies
cost of service availability
of funding

Projects Estimated at Less Than $25,000k

Does this S PM contacts
work require Yes _ three vendors
pre-qualified from pre-qual A

vendors?

NO

ISt

PM contacts at
least three vendors
who could provide

the service
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-

\

3 PM selects most

IS this
Qualifications-

gualified vendor based § 9  PM negotiates

NO

10

IS agreement
reached on

11 PM completes

Form 5100-E for
Yes preferred vendor

CA/SS completes Form

5100-E and forwards to

Division Administrator (DA)

Based Selection On experience, past pnge_wﬂh most acceptable
(OBS)? Ves performance and gualified vendor orice?
| availability |
NoO
20 |
PM requests bids from at 99
Y least 3 vendors (at least 5 21 CA/SS
- for real estate — . . .
. receives bids
contracts) and partially
completes Form 5100-E
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12

PM sends completed
selection package to
Contract Administrator (or

-

Y 14

13

Contract Analyst, or
Selection Specialist) (CA,
SS)

23
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B and forwards to Chair
of CSRT

CA/SS reviews process

and selection package

and verifies compliance
with process rules

15

DA signs Form 5100

CA/SS requests

Does
process
comply with

rules?

NO

resolution of
discrepancies from PM

24

Chair of CSRT reviews
process and selection

16

Yes

CA/SS sends package
to Chair of Central
Selection Review Team
(CSRT)

17

Chair of CSRT reviews
process and selection

package and verifies
compliance with
process rules

package and verifies
compliance with
process rules

Projects Estimated at Less Than $25,000k
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No
18

Does
process

19

comply with
rules?

Yes

Chair of CSRT sends
approved package to

CA/SS and posts
results on web

MDOT Vendor Selection Process Rev'd Fall '05

>  EXIT ’

Projects Estimated at Less Than $25,000k
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MDOT Vendor Selection Process
Tier I: Projects Estimated at

$25,000 to $99,999

Process Revised: Fall 2005
Process Map Revised: 1-24-06

A
. 2 3 Division Will vendor
1 Project PM creates scope, Administrator (DA) ificat .
Manager (PM estimates cost, and . . qualifications be
i ENTER ) > dete?mirses ) > verifies availabllity o Reglqn En.g.lneer > considered in
need of funding (RE) I.dentlfles selection prOCESS? Yes
Selection Team

NO

Selection will be

strictly Low Bid
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S  Selection Team defines
proposal requirements and

assembles Request for
Proposals (RFP).

Selection Team

6  PM sends
completed

electronic RFP
to CA/SS

B assembles Request for
Proposals (RFP)

MDOT Vendor Selection Process Fall '05

PM sets date, time,
and location for
public bid opening

Tier I: Projects Estimated at $25,000 to $99,999

CA/SS reviews
(using standard

10

checklist) to
resolve any
discrepancies

CA/SS posts
RFP on web
Immediately

11

NO

Does this

work require
pre-qualified
vendors?

Yes
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12 PM advertises RFP

> through additional
channels

Y

26

13 PMresponds | 14 CA/SS posts

B o vendor all Q & A
Inquiries on web

MDOT Vendor Selection Process Fall '05

25

PM reevaluates

22

Return to beginning e IS project
and make adjustments essential?
Yes
15
Does work include 21 vendors
architectural or B submit
engineering services? proposals
Yes
NO
16

Will selection be 17
based on

Qualifications Review
and Low Bid?

Yes

NO

Vendors submit

B Selection Team
receive proposals

need for service

CA/SS and

18

proposals with
sealed bids

19

Vendors submit

CA/SS and Selection
Team receive

proposals with sealed
bids

20 CA/SS or

sealed bids

Tier I: Projects Estimated at $25,000 to $99,999

> PM recelve
sealed bhids
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24

S proposal and/or bl

Yes

217

CA/SS obtains FHWA
approval of proposed

acceptable to
Selection Team?

NO
23

Are there at least

28

two proposals
and/or bids?

Yes

selection (if federal
funding Is involved)

Team completes - ' 30
gualitative PM completes
evaluation and - Form 5100-E and

identifies short list
of acceptable
vendors

sends package to
CA/SS with results

CA/SS reviews
process and
selection package

34

31

and verifies
compliance with
process rules

PM/CA/SS

resolve I1ssues

\

CA/SS
forwards short

list to CSRT
for review and
approval

MDOT Vendor Selection Process Fall '05

Tier I: Projects Estimated at $25,000 to $99,999
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33

Il resolution 35
require CSRT - PM/CA/SS
resolve Issues
Yes approval? No

NO

\

32
IS short list

approved?

CSRT notifies CA/SS
that short list of
gualified vendors has
been approved

37

52

Will low bid be

38

considered In
final selection?

Yes

CA/SS posts on
web: Date, time, and
location for public bid
opening, and list of vendors
whose bids will be opened

NO

53

CSRT selects
most qualified

vendor and
completes Form
5100-E

PM, CA/SS, and
vendors open

39  CSRT sends
completed Form
- 5100-E to CA/SS
and posts
selection results
on web
54

IS low bid

bids at public
meeting

MDOT Vendor Selection Process Fall '05

Tier I: Projects Estimated at $25,000 to $99,999

acceptable?

Yes
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46 CSRT approves 45 CA/SS notifies CSRT and 4% PM notifies vendor
- start of negotiations requests permission to and CA/SS that
with next most enter negotiations with next price negotiations
gualified vendor most qualified vendor are ending
NO
40 ' +3
CAISS assigns new 41 PMrequests 42 PM meets with Are ol PM submits
contract number and . L .
> . B price proposal > vendor reps and negotiations B priced proposal
notifles PM to proceed . .
. L from vendor negotiates price successful? to CA/SS
with negotiations Yes

60
°9  PM completes and CAJ/SS reviews process
- signs Form 5100 E and and selection package
sends package to and verifiles compliance
CA/SS with results with process rules

55 56
CAJSS coordinates Can issues be 58 PM/CA/SS coordinate
> upper management - . -
. o resolved? resolution
review and decision Yes

NO

57
Return to beginning and IS project

make adjustments W >< EXIT '
Yes NG

MDOT Vendor Selection Process Fall '05 Tier I: Projects Estimated at $25,000 to $99,999 Page 6 of 7




o0  PM/CA/SS

B coordinate -
NO resolution
49 Y
48 Does priced proposal > CASS forwards
CA/SS reviews P Prop completed contract
g meet MDOT - . .
priced proposal . to Executive Office
regquirements? Yes cor final action
62 67 .
oL cA/ss forwards 66  CSRT notifies C:;/VSVSC;?E fcrls
- package to CSRT IS selection - CA/SS that - ~umber and
for review and approved? Ves selected vendor otifies PM to
approval has been approved broceed
NO
63
64 | |
PMICAISS hgpivicl °>  pmicasss
resolve issues require resolve issues
Yes approval? No
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MDOT Vendor Selection Process
Tier ll: Projects Estimated at

$100,000 to $249,999

Process Revised: Fall 2005
Process Map Revised: 1-25-06 4

1 Project % PM creates scope, Division Will vendor

. Administrator (DA) gualifications be
Manager (PM) estimates cost, and . . . .
s . s . s > or Region Engineer considered In
determines verifies availability . - .
eed of fundin (RE) Identifies selection process?
J Selection Team Yes

NO

\

Selection will be

strictly Low Bid

MDOT Vendor Selection Process Fall '05 Tier Il: Projects Estimated at $100,000 to $249,999 Page 1 of 8



NO
11
S Selection Team defines 5 9  CA/SS reviews .
. PM sends . 10 Does this
proposal requirements completed (using standard CA/SS posts Work require
- and assembles - PY - checklist) to > RFP on web dt
electronic RFP . . pre-qualififed
Request for Proposals resolve any Immediately Yes
to CA/SS . . vendors?
(RFP) discrepancies

/ Selection Team 8 PM sets date, time,
P assembles Request for > and location for
Proposals (RFP) public bid opening

MDOT Vendor Selection Process Fall '05 Tier Il: Projects Estimated at $100,000 to $249,999 Page 2 of 8



26

L . 25
12 .
SM advertises REP Return to beginning / IS propci PM reevaluates
> through additional and make adjustments Ves essential” need for service
channels
15
\J Does work Include 29
13 PM responds 14 CAJSS posts architectural or 21 vendors CA/SS and
> to vendor >  alQ&A engineering > submit B Selection Team
Inquiries on web services covered proposals receive proposals
by Brooks Act? Yes
NO
16
17 . 18 CA/SS and
Wil selection be vendors submit Selection Team
Qualifications-Review proposals with > recelve proposals
. sealed bids . PTOPOS
[ Low Bid? Yes with sealed bids
NO
19 . 20 CA/SS or
Y , Vendors submit - PM receive

sealed bhids

sealed bids
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24

|s proposal 27
acceptable to

Selection
Team?

No Yes

23

28
Are there at
least two
proposals? Yes

CA/SS obtains
FHWA approval (if
federal funding Is

iInvolved)

PM distributes
proposals and

29

score sheets to
selection team
members

Selection Team
members score

30

proposals
iIndividually

31
Selection team
members compare
Individual scores
and determine
CONSensus scores
54

Will low bid be No

considered In
final selection?

Yes

\

PM/Selection Team
completes Form 5100
E and sends package
to CA/SS with results

MDOT Vendor Selection Process Fall '05

Tier Il: Projects Estimated at $100,000 to $249,999
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37

38 11l resolution

PM/CA/SS

require CSRT

resolve I1ssues

Yes approval?
' ' No
33 -
39 . PM/Selection Team 34 CA/SS reviews process 39 CA/SS forwards 36
>election Team completes Form and selection package ackage to CSRT Is selection
> |dentifies most 5100 E and sends - . P . J > P J .

. and verifles compliance for review and approved?

gualified vendor package to CA/SS with process rules approval Ves
with results

61
> cA/SS forwards | 56 60 CSRT notifies CA/SS CA/SS posts on 62 pM, CA/SS, and
. Yes . web: Date, time, and
package to CSRT Is short list that short list of . L vendors open
> . > . B |ocation for public bid . .
for review and approved? gualified vendor has . . bids at public
approval been approved opening, and list of vendors meetin
PP Pb whose bids will be opened J

NO
57

Il resolution 59
require CSRT
approval?

58

PM/CA/SS
resolve issues

PM/CA/SS
resolve issues

Yes

NO
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PM/CA/SS

resolve I1ssues

\

40

CSRT notifies CA/SS

that selected vendor
has been approved

63

NO

Is low bid
acceptable?

41

CSRT sends
completed Form 5100-

42

E to CA/SS and posts
selection results on
web

48

CSRT approves start of
negotiations with next
most qualified vendor

47

CA/SS notifies CSRT and
requests permission to

enter negotiations with next
most qualified vendor

PM requests
price proposal
from vendor

44

PM meets with

vendor reps and
negotiates price

\
CA/SS assigns new 43
contract number and -
notifles PM to proceed with
negotiations
68

Yes

64

CA/SS coordinates
upper management

review and
decision

PM completes and
signs Form 5100 E and
sends package to
CA/SS with results

65

Can 67

Return to beginning
and make adjustments

MDOT Vendor Selection Process Fall '05

ISsues be
esolved?

Yes

66
IS project

essential?

Tier Il: Projects Estimated at $100,000 to $249,999

PM/CA/SS
coordinate
resolution

> EXIT '
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46

PM notifies vendor
and CA/SS that

price negotiations
are ending

NO
45

Are

49

negotiations
successful?

Yes

69

CA/SS reviews process
and selection package

PM submits 50
priced proposal >
to CA/SS

CA/SS reviews

51

priced proposal

70 CA/SS forwards

and verifies compliance
with process rules

MDOT Vendor Selection Process Fall '05

/1

B package to CSRT for
review and approval

3 PMICA/SS

12

resolve I1ssues

Yes

IS selection
approved?

NO

Il resolution
require CSRT
approval?

Tier Il: Projects Estimated at $100,000 to $249,999

NO

Does priced
proposal meet

MDOT

requirements?

75

Yes

Yes

CSRT notifies CA/SS that

selected vendor has been
approved

4

PM/CA/SS

NO

resolve I1ssues
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52 PM/CA/SS
N coordinate
resolution

\

53  CA/SS forwards

completed contract

to Executive Office
for final action

/6 CA/SS assigns
new contract

> number and
notifies PM to
proceed
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MDOT Vendor Selection Process
Tier 1l1I: Projects Estimated at

$250,000 or More

Process Revised: Fall 2005
Process Map Revised: 1-25-06 4

1 Project % PM creates scope, Division Will vendor

. Administrator (DA) gualifications be
Manager (PM) estimates cost, and . . . .
s . s . L P or Region Engineer considered In
determines verifies availability . - .
eed of fundin (RE) Identifies selection process?
J Selection Team Yes

NO

\

Selection will be

strictly Low Bid
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NO
11
S Selection Team defines 5 9  CA/SS reviews .
. PM sends . 10 Does this
proposal requirements completed (using standard CA/SS posts Work reauire
- and assembles - PY - checklist) to > RFP on web dt
electronic RFP . . pre-qualififed
Request for Proposals resolve any Immediately Yes
to CA/SS . . vendors?
(RFP) discrepancies

/ Selection Team 8 PM sets date, time,
P assembles Request for > and location for
Proposals (RFP) public bid opening
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26

L . 25
12 .
5M advertises REP Return to beginning / IS propci PM reevaluates
> through additional and make adjustments Ves essential” need for service
channels
15
\J Does work Include 29
13 PM responds 14 CAJSS posts architectural or 21 vendors CA/SS and
> to vendor >  alQ&A engineering > submit B Selection Team
Inquiries on web services covered proposals receive proposals
by Brooks Act? Yes
NO
16
17 . 18 CA/SS and
Wil selection be vendors submit Selection Team
Qualifications-Review proposals with > recelve proposals
. sealed bids . PTOPOS
[ Low Bid? Yes with sealed bids
NO
19 . 20 CA/SS or
Y , Vendors submit - PM receive

sealed bids

sealed bids

MDOT Vendor Selection Process Fall '05 Tier lll: Projects Estimated at $250,000 or More Page 3 of 9



24

|s proposal 27
acceptable to

Selection
Team?

No Yes

CA/SS obtains
FHWA approval (if
federal funding Is

iInvolved)

Are there at
least two o
proposals? Yes

PM distributes
proposals and

29

score sheets to
selection team
members

Selection Team
members score

30

proposals
iIndividually

Selection team
members compare

31

Individual scores
and determine

consensus sSCores

Selection team
members select
vendor or create

"short list"

MDOT Vendor Selection Process Fall '05

Tier Ill: Projects Estimated at $250,000 or More
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35

36 Il resolution 37
PI\/I/CA/SS require CSRT - PI\/I/CA/SS
- resolve 1Issues resolve Issues
Yes approval?
NO 29
. Y - ! 34 |
| 38 .. . .
Csmllseetf;tllz%r;;eérg() zﬁ\lgsef(t)cr)\/\?srﬁ; |s vendor / CSRT notifies Will low bid be
o P > P J . "short list" B CA/SS of considered In
E and sends package for review and approved? results final selection?
to CA/SS with results approval & ' Yes |

NO

6/

CA/SS posts on
web: Date, time, and

location for public bid
opening, and list of vendors
whose bids will be opened
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40

41

Are
presentations
required?

PM sets date,
time, and
location for
presentations

42

PM directly notifies

vendors on "short 43
e Vendors make
lIst" about _ .
. presentations
presentation
schedule

44

Selection Team
scores each
presentation on
same day
given

49 Selection Team

selects vendor

69

68 pPM, CA/SS, and
- vgndors opgn
bids at public

meeting

MDOT Vendor Selection Process Fall '05

acceptable?

Is low bid

Yes

NO

70 CA/SS coordinates

upper management
review and
decision

Return to beginning
and make adjustments

(2

Yes

Tier Ill: Projects Estimated at $250,000 or More

Can issues be
resolved?

IS project

/3 PM/CA/SS
coordinate
Yes resolution

essential?

>  EXIT ’
NoO
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51

PM/CA/SS

50

resolve I1ssues

Yes

11l resolution

require CSRT

approval?

PM/CA/SS

NO

resolve I1ssues

\

\ 53 f
16 49 CSRT notifles CA/SS
;Mngolzn;':rlstgi%ng 47 CAJ/SS reviews process 4 cA/SS forwards that most qualified
>angd cends package - and selection package - package to CSRT Is vendor - vendor has been
P . J and verifiles compliance for review and approved? approved, and
to CA/SS with . Yes
asults with process rules approval forwards Form 5100
E to CA/SS
/4 &4 31 ifi A
P.M completes and 75 CA/SS reviews process /6 CA/SS forwards CSRIT not €5 CAISS
signs Form 5100 E . . that low bidder has
and selection package package to CSRT Is low bid
P and sends package s . . s . > Dpeen approved and
. and verifies compliance for review and approved? .
to CA/SS with . Yes posts selection on
with process rules approval
results web
NO
/8

MDOT Vendor Selection Process Fall '05

79

PM/CA/SS

resolve issues

Yes

11l resolution

require CSRT

approval?

Tier Ill: Projects Estimated at $250,000 or More

80

PM/CA/SS

NO

resolve issues
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59

61 60 CA/SS notifies CSRT and PM notifies vendor
CSRT approves start of N
. . requests permission to and CA/SS that
- negotiations with next L . . -
nost aualified vendor enter negotiations with next price negotiations
. most qualified vendor are ending.

NO
\
58
54 o CA/SS assigns new 56 .
CSRT posts PM requests S5/ PM meets with Are
. contract number and . L
B selection results - . B price proposal B vendor reps and negotiations
notifles PM to proceed . .
on web . L from vendor negotiates price successful?
with negotiations Yes

82 CA/SS assigns new

B contract number and
notifies PM to proceed

MDOT Vendor Selection Process Fall '05 Tier Ill: Projects Estimated at $250,000 or More Page 8 of 9



63
02 PM submits
- priced proposal
to CA/SS

CA/SS
reviews
priced
proposal

64

65 PM/CA/SS

r> coordinate

resolution

NO
Does priced 66
proposal meet -
MDOT

requirements? Yes

\

CA/SS forwards
completed contract
to Executive Office

for final action

MDOT Vendor Selection Process Fall '05

Tier Ill: Projects Estimated at $250,000 or More

EXIT
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